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P05. 1 and supporting Centerw de Wrk
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Directive. Previous history retained in system
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files.
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Corrected References, nodified definition and
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to update the Master Custodian List.
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PREFACE

P.1 PURPOCSE

This Marshall Procedures and CGuidelines (MPG establishes the
responsibilities and procedures for identifying/defining,
preparing, controlling, and dispositioning organizational

i ssuances and dat a.

P.2 APPLI CABI LI TY

This MPG applies to all MSFC organi zational elenments and to MSFC
contractors working under MSFC procedures and instructions.

P.3 AUTHORI TY

MPD 1280.1, “Marshall Managenent Manual”

P.4 APPLI CABLE DOCUMENTS

a. MG 1440.2, “MSFC Records Managenent Progrant

b. MPG 1410.2, “Marshall Managenent Directives Systent
c. MAN 1410.1, “Processing Marshall Managenent Directives”
d. MAN 1280.4, “Quality System Deficiency Notice Systent
P.5 REFERENCES

None

P. 6 CANCELLATI ON

MPG 1410. 1A dated August 16, 1999

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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DOCUMENT CONTENT

1. DEFI N TIONS

1.1 Applicable Docunent. Docunment called out in the body of an
Organi zational Issuance (O) required to carry out the O.
Appl i cabl e docunents can include custoner and/or external
docunents.

1.2 Controlled Electronic Version. The electronic file
accessible fromthe electronic library controlled by an

organi zation. Thus, a copy printed fromthe electronic systemis
uncontrol l ed (although it may be correct).

1.3 Controlled Nonelectronic Version. The official controlled
versi on of any docunent, not avail able through the Mrshal
Managenment Directives System Library or the electronic library
controll ed by an organi zation, is the one shown on the

organi zati onal Master List(s).

1.4 Correct Version. The version available full-text, or a
version identical to this version, fromthe electronic library
and/ or all applicable versions cited on the master list(s) or the
si gned origi nal docunment, or a copy identical to the signed
original, cited on the Master List(s). 1In the case of external
docunents, the correct version is the one identified as correct
by the Ofice of Primary Responsibility or Master List Custodians
on the Master List.

1.5 Custoner and/or External Docunents. Docunents, including
standards and specifications, which cone froman external source
that are included as part of the Quality Managenent System
Exanples include mlitary specifications and industry standards.

1.6 Data. Electronic or witten information (for exanple,

i nformation obtained during test prograns) stored in a variety of
medi a such as magnetic tapes, conputer disks, data sheets, |og
books, real-tine strip charts, photographs, video cassettes, etc.
(i.e., the tape fromanalyses of mcrocircuits is data).

1.7 Docunent. Any statenment or formin conventional/electronic
medi a whi ch presents policies, procedures, work instructions,
instructional material, drawi ngs, plans, specifications,

requi rements, handbooks, manuals, reports, standards, or other
correspondence.
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1.8 Cender-Neutral Language. Term nology that elimnates, in
conpliance wth Presidential menorandum sex discrimnation in
t he | anguage of regul ations, guidelines, and policies.

1.9 @ideline. A docunent used for reference; control of the
docunent i s not required.

1.10 Historical Docunent. Any obsolete or cancel ed docunent
retained for historical reference.

1.11 Limted Applicability. Applies to marking/using superseded
or obsol ete docunents; user nmust have docunented authority to use
previ ous/ obsol et e docunents.

1.12 Maintaining Docunentation. Providing storage,

di stribution, reproduction, docunent revisions, replacing
docunents in the field with the |atest revisions, and disposition
of obsolete and/or invalid docunents (i.e., historical, limted
applicability, reference, etc., docunents) for Master List
docunent ati on.

1.13 Master List. Controlled list(s) of those docunents which
make up the Quality Managenent System i ncluding applicable
docunents.

1.14 Master List Custodian(s). Individual(s) assigned to create
and update an organi zation’s master |list(s) each tinme a docunent

i s added, revised, or canceled. A Master List Custodian Report is
mai ntai ned in the MSFC I ntegrated Docunent Library under

“Organi zational Instructions.”

1.15 Ofice of Primary Responsibility (OPR) Designee. The

aut hor, book-boss, or change package engi neer fromthe devel opi ng
organi zation(s) responsible for maintaining the accuracy and
currency of the docunent/data from baseline rel ease through al
foll ow-on acti ons.

1.16 Oganization (Org). Ceneric termused to describe an MSFC
Organi zation, Progran Project, Directorate, Departnent, G oup, or
Team

1.17 Reference Docunent. A docunent used as a guideline;
control of the docunent is not required.

1.18 Repository. A central, accessible location in an
organi zation for storing and controlling docunents and dat a.

CHECK THE MASTER LI ST at https://repository. nsfc.nasa.gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Procedures and Gui del i nes
DAO1

Docurent and Data Control MPG 1410.1 Revision: B
for Organizationa
| ssuances

Date: April 3, 2000 Page 7 of 14

1.19 Revision. Any change, nodification, or newWwy edited
version of a docunent.

1.20 Organi zational |ssuances (Os). Os provide detailed
instructions for internal use wthin an organization. O's may
apply to two or nore organizations if issued jointly by heads of
t he organi zations involved. Qs are not a part of the Mrshal
Managenent Directives System O's include, but are not limted
to, organizational work instructions (ONs), processes,
procedures, nmenoranda, and organi zati onal forns.

1.21 Uncontrolled Copies. Copies printed fromthe Mster List
system or copies of the signed original docunent.

1.22 User. Any person who uses or refers to any docunent during
t he performance of a specific task.

2. RESPONSI BI LI TI ES

2.1 Oganizational Mnager. The Organizational Manager, or
desi gnat ed personnel, shall

2.1.1 Ensure that instructions for control and issuance of the
basel i ne, changed, revised, and cancel ed organi zati onal issuances
(As), and other docunents and fornms within the organi zation are
docunented in accordance with this MPG and MPD 1280. 1.

2.1.2 Ensure that an OPR Designee is designated for each
or gani zati onal docunent. Mdre than one person nay be assigned to
assist with docunent activity.

2.1.3 Ensure that Os are not used to cover matters involving
wor ki ng condi ti ons of MSFC enpl oyees wi t hout prior concurrence of
t he Manager, Human Resources Depart nment.

2.1.4 Ensure that personnel are assigned to review for adequacy,
prior to issue for use to performwork, all O
docunent at i on/ dat a.

2.1.5 Ensure pertinent background information is provided for
revi ew and approval of any revisions and cancellations prior to
issue for use to performwork. This revieww || be by the sane
functions/organi zations that perfornmed the original review and
approval, unless specifically designated otherw se; retain

obj ective evi dence.
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2.1.6 Review for adequacy and act as the approving
authority(ies), or designate personnel, for the baselines, any
subsequent changes or revisions, and cancell ations of assigned
docunents/data prior to issue for use to perform work.

2.1.7 Establish master list(s) that provide, as a mninmm the
following five (5) itens of information for approved O s:

2.1.7.1 Unique docunent nunber

2.1.7.2 Revision level of the correct version

2.1.7.3 Docunent title/subject

2.1.7.4 Effective date

2.1.7.5 OPR organi zati onal code or proper identification

For each applicabl e docunent invoked by an O, organizational
master list(s) wll provide, as a mninmum the follow ng three
(3) itens of information:

a. Unique docunent nunber

b. Revision level of the correct version, or a pointer to the
| ocati on where the revision |level of the correct version or the
correct version itself may be found

C. Docunment title

Draft docunments will be marked clearly as drafts and will not be
i ncluded on the sane master list(s) as approved docunents.

The docunent | ocation, either physical or electronic, at which
users will retrieve the correct version nmay be included on the
master list(s).

In el ectronic master lists, a direct electronic (hypertext) link
to the correct docunent or its controlling nmaster |ist may be
provided and is preferred.

2.1.8 At each Departnent and O fice |level or above, appoint an
i ndividual with the responsibility to provide information
regardi ng Master List Custodians for the organization in
accordance with MA 1410. 1.

2.1.9 Provide readily available master list(s) to users to
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preclude the use of invalid and/or obsol ete docunents.

2.1.10 Provide availability of pertinent issues of
docunent s/ data where work i s being perforned.

2.1.11 \Were previous/obsol ete versions or nmultiple versions
have applicability, clearly identify the intended use of each
version (e.g., on the Master List, on the docunent, in a
menor andum task agreenment, contract, etc.).

2.1.12 Ensure invalid and/or obsol ete docunents are renoved from
poi nts of issue or otherw se assure agai nst unintended use.

2.1.13 Wen tine criticality of information in an el ectronic-
based docunment warrants, ensure backup of the correct version(s)
will be readily available in contingency situations.

2.1.14 Performreviews of controlled docunentation/data at | east
once a year, or at intervals less than a year as deened
necessary, to ensure docunents/data are current. Docunentation
of these reviews are quality records.

2.2 OPR Designee. The OPR Designee wll:

2.2.1 ldentify, prepare, and review docunent(s), changes or
revi sions thereto, and cancell ations for assigned docunents.
Where feasible, the nature of the change will be identified in
t he docunent or in an attachment.

2.2.2 Ensure the use of gender-neutral |anguage.

2.2.3 Ensure that all docunents provide the follow ng
i nformation:

2.2.3.1 Unique docunent nunber

2.2.3.2 Revision |evel

2.2.3.3 Docunent title/subject

2.2.3.4 Effective date

2.2.3.5 OPR organizational code

2.2.3.6 Approving authority (For electronic docunents, approving

authority is recorded in the electroni c database; for
nonel ectroni c docunents, signature is required.)
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2.2.3.7 ldentify quality records and retention tines within the
docunent as specified in MPG 1440. 2.

2.2.4 Ensure that docunents under their responsibility are
revi ewed by affected organi zati ons.

2.2.5 Ensure pertinent background information is provided for
revi ew and approval .

2.2.6 For nonelectronic docunents, create and naintain
distribution list(s) or docunented records of distribution,
updating as required.

2.3 Master List Custodian(s). The Master List Custodian(s)
will:

2.3.1 Maintain nmaster |list(s) as assigned by the Organizational
Manager ( S) .

2.3.2 Pronptly renove fromthe Master List(s) invalid and/or
obsol ete docunents.

2.4 Repository. The Repository shall:

2.4.1 Maintain repository for officially controlled
organi zati onal docunentati on.

2.4.2 Maintain docunments readily accessible for users.
2.4.3 Provide hard copi es upon request.

2.5 Any Person. Any person may docunent a problemw th an O.
Such probl ens should be forwarded directly to the responsi ble OPR
Designee. If an O problemis believed to be generic, i.e., it
is believed to have the potential to affect other organizations’
processes or instructions, a Quality System Deficiency Notice
should be initiated in accordance with MAN 1280. 4.

2.6 Users. Users will:

2.6.1 Verify correct version of a docunent is used in the work
bei ng performed by checking revision status on the applicable
Master List, unless superseded by contractual arrangenent,
custoner agreenent, or other authority.

2.6.2 Have docunented authority to use previous/obsol ete
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docunents to perform work.

2.6.3 Conply with one of the follow ng to assure agai nst
uni nt ended use of any previous/obsol ete version of any docunent
wi thin the MSFC Master List system

2.6.3.1 Destroy the docunent, OR

2.6.3.2 Mark if retained, e.g., “FOR H STORI CAL PURPCSES ONLY, ”
“FOR LI M TED APPLI CABI LI TY,” “REFERENCE,” etc. (e.g., on the face
of the docunent, a file cabinet or drawer, a bookcase or shelf),
O

2.6.3.3 Oherwise suitably identify (e.g., via explanation).
3. PROCEDURE
Acti onee Action
3.1 DOCUMENT CONTRCL

Org Manager 3.1.1 Docunents the organi zational controls
and i ssuance of baseline, changed,
revi sed, and cancel ed work
i nstructions, docunents, and forns
consistent wwth this MPG and MPD
1280.1. Format for organizational
i ssuances (AO's) is optional; however,
or gani zati onal managers are encour aged
to use the tenplate for Os at this
URL:

http://starbase. nsfc. nasa. gov: 8000/ di recti ves/

O g Manager 3.1.2 Est abl i shes master list(s) and
provi des master |ist custodian
informati on per MN 1410. 1.

Org Manager 3.1.3 Assi gns an OPR designee for each O.

OPR Desi gnee 3.1.4 Identifies, prepares, and revi ews
docunent (s), changes or revisions
t hereto, and cancell ations for
assi gned docunents.

OPR Desi gnee 3.1.5 Ensures pertinent background
information is provided for review and
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approval of baseline, revised, and for
cancel l ati on of assigned docunents.
Mast er Li st 3.1.6 Mai nt ai ns Master List(s) of Os,
Cust odi an(s) appl i cabl e docunents and docunent
i nformation.

Users 3.1.7 To assure agai nst uni ntended use of
any previous/obsol ete version of any
docunent within the MSFC Master Li st
system (including O Mster Lists),
conply with one of the follow ng:

a. Destroy the docunent, OR

b. Mark if retained, e.g., “FOR

H STORI CAL PURPCSES ONLY, " “FOR

LI M TED APPLI CABI LI TY, " “REFERENCE, ”
etc. (e.g., on the face of the
docunent, a file cabinet or drawer, a
bookcase or shelf), OR

c. Oherwise suitably identify (e.g.
vi a expl anati on).

Users 3.1.8 Verify correct version of a docunent
is used in the work being perfornmed by
checking revision status on the Mster
Li st, unl ess superseded by contract ual
arrangement, custoner agreenent, or
ot her authority.

Users 3.1.9 Ensure authority to use
previ ous/ obsol ete docunents to perform
wor k i s docunent ed.

3.2 DATA CONTROL:
Or g Manager 3.2.1 Est abl i shes instructions for
controlling data consistent with this
MPG and MPD 1280. 1.
3.3 REQUESTS FOR DOCUMENTATI QN DATA:
Any Person 3.3.1 May request copies of As, other

docunents and forns fromthe
repository.
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Repository 3.3.2 Respond to the request.

CHECK THE MASTER LI ST at https://repository. nsfc.nasa.gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Mar shal | Procedures and Gui del i nes

DAO1
Docunent and Data Control MPG 1410. 1 Revision: B
for Organizationa
| ssuances
Date: April 3, 2000 Page 14 of 14
4. RECORDS
None
5. FLOW DI AGRAM
31
DOCUMENT
CONTROL
3.1.1
O'g Manager documnents p| 3.1.7
docunent and data Users assure agai nst
control process. uni nt ended use of previous
3.1.2
O g Manager establishes 3.1.8
Master List and provides Users verify correct version
Cust odi an infornation. bv checkina revision status

v v

3.1.3
Org Manager assigns OPR 3.1.9 _
Designee for O's Users ensure authority to
+' use previ ous/obsol ete
3.1. 4

OPR Desi gnee identifies,
prepares and revi ews
docunent s, changes and
cancel | ati ons

v
3.1.5
OPR Desi gnhee ensures
pertinent background info is
provided for review and
approval

v

3.1.6
Mast er List Custodian(s)
mai ntai n Master List(s)
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3.2 3.3
DATA REQUESTS FOR
CONTRCL DOCUMENTATI ON
AND DATA
3.2.1
Or gani zat i onal 3.3.1
Manager Any person
establishes requests copy
i nstructions from org.
for controlling repository.
dat a. L
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